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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

EGOS PARAPROFESSIONAL - 7075
May 1998

POSITION TITLE:
Financial Aid & Work Study Paraprofessional

REPORTS TO:
School Principal or designee

Objective: To process student applications for financial aid, as directed.  To perform general office bookkeeping, general accounting, and clerical duties in direct support to the administration of financial aid activities.                            

Essential Functions:

1.
Processes student applications for financial aid, as directed.

2.
Performs general office bookkeeping, general accounting, and clerical duties in direct support to the administration of financial aid activities.

3.
Answers questions from applicants on financial aide and related EGOS activities, including: eligibility; benefits; requirements; procedures; applicability to individual student needs; securing and delivering documentation; income tax records; statement of government benefits; statement of residency; statement of dependency; and related activities, as directed.

4.
Refers applicants and students, when necessary, to sources to obtain financial aid.         

5.
Refers students directly to an advisor or counselor, if required or requested.

6.
Prepares authorizations for aid disbursements through DPS payroll channels: evaluates and tabulates attendance; work hours; and performance data in preparing payrolls; determines eligibility for and disburses state grant funds; disburses scholarship funds; maintains payroll documentation, and issues and accounts for monthly paychecks; establishes payment plans for loan applicants; coordinates with third-party pay agencies; and processes PELL applications electronically.

7.
Initiates and maintains student financial aid files in accordance with school, state and federal requirements, as directed.  Assists in preparing data, types and verifies reports prior to submittal.

8.
Participates, as directed, with the handling of appeals, maintenance of eligibility, and validation of SAR's verifying enrollment status.

9.
Participates in the development and implementation of the financial aid recruitment program.

10.
Recommends improvements in financial aid procedures.


11.
Coordinates designated activities with the Financial Aid Officer Paraprofessional and, as directed, monitors students who have applied for and/or received financial aid and, when appropriate, alerts staff, as required or requested.
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12.
Provides a supportive environment for students; maintains discipline.  Helps to maintain a safe environment for students.

13.
Attends designated meetings, as directed.

14.
Maintains the confidentiality of student information.

15.
Follows established district policies and procedures.

16.
Performs other related duties, including special projects, as required or requested.

Education/Experience: Graduation from High School or equivalent.  An Associate Arts degree is desired.  Successful completion of the Basic Skills Test  is required.  Demonstrated knowledge of: PC and/or Mac OS operating systems; various data base, spreadsheet, accounting and word processing applications is desired.  A demonstrated accuracy in recording statistical data is required.

Licensure: None.
Performance: Compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave use, and other scheduled or unscheduled absences); safety; security, disaster and other policies, procedures, and practices. Effective communication skills.

Physical/Environmental Characteristics: Essential duties are primarily performed in a regular classroom and office environment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

